
 

City of Fresno  
Microsoft Office Home Use Sign-Up Instructions: 
 
To print this document, simply press the printer icon on the toolbar of this page as shown below: 
 

 
 
Step 1  

 
First, go to https://hup.microsoft.com/.  Note:  This is a 
secure site, so you it has the designation of https. 
 
Since it is a secure site, you will get the Security Alert 
box.  Simply press OK. 

 

 
 
Step 2 

 

  
The next screen will ask for 

information that will be used to 
enroll you in the program.  Fill in the 

information as below: 
 

Your Country: 
United States 

 
Your Language: 

English 
 

Your Work Email: 
When entering your work e-mail, 

enter it in the format below: 
 

First.Last@fresno.gov 
 

Example: 
 

John.Doe@fresno.gov 
 

Program Code: 
CFF415BFBB 

 

 

https://hup.microsoft.com/


 
 
Step 3  

 
When you have completed entering the information, click on the Sign in 
Button on the lower right portion of the screen. 
 

 

 

 
Step 4  

 
Next, you will get a screen that will tell 
you that your information will be sent 
to your work e-mail shortly.  The e-
mail will give you instructions on how 
to complete the process. 

 
 
Step 5 
 
After a few minutes you will receive the following e-mail.  Simply read the instructions and click 
on the hyperlink in the middle of the message (it should be highlighted in blue). 
 
 

 



 
 
Step 6 
 

 
 
 
The next page will have two tabs on the top, a Welcome Tab and a Microsoft Office Desktop 
Programs Tab.  Click on the Microsoft Office Desktop Tab to continue. 
 
Step 7  

 
 
The Microsoft Office 
Desktop Programs 
screen will be appear.  
Scroll down to the 
bottom of the screen 
and choose the version 
of Office that you wish 
to purchase. 

 

 
 

 



 
 
 
There are two options, 
Office XP and Office 
2003.  These are both 
the professional 
version of Office and 
include Word, Excel, 
Powerpoint, Access 
and Outlook. 
 
**Microsoft Office 
2003 Pro requires 
Microsoft Windows 
2000 with Service 
Pack 3 or Microsoft 
Windows XP. 
 
**Microsoft Office XP 
requires Microsoft 
Windows 98 Second 
Edition or higher.  
 

 
 

 
 
 
Step 8 
 

 
 
You will then see a screen with the order details.  Since there are no other options to select, 
click on the continue to button to finish the order. 

 



 
 
Step 9 
 

 
 
The next screen will ask for your shipping address.  Enter the correct address where you want 
the product shipped and click on the proceed button at the bottom of the screen: 
 

 
 

 



 
 
Step 10 
 
The final step is to enter your credit card information and to click on the I accept button.   

 

 
 
 

The whole process should take about ten minutes to complete.  Your software will be shipped in 
the next 15 days as stated in the final screen: 
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